Overview

August 25, 2000

Chapter 4
COREDOC

Introduction

This chapter explains the use and functionality of the Department of Defense
Core Document System (COREDOC). COREDOC is an application included
in the modern DCPDS as part of the Position Management and Classification
function. It includes a cover sheet, position description, performance plan,
training competencies, and knowledge, skills, and abilities (KSAs) for
staffing.
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Beforeyou
Begin

Component use of COREDOC is optional.
NAF does not use COREDOC.
All Agencies may not use the Performance Plan.

Neither the General Schedule Supervisory Guide (GSSG) nor the GS
Leader Grade Evaluation Guide is presently available.

Continued on next page
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Accessing and Navigating in COREDOC

August 25, 2000

Purpose This section explains how to access the COREDOC Application and navigate
through the system using the menu items, user default information data fields,
and exiting.

Section Contents Accessing COREDOC

COREDOC Main Menu Bar

File Menu

Utility Menu

User Default Information Window
Window Menu

Help Menu
Exiting COREDOC
Accessing COREDOC
Step Action
1 From the Responsibilities Window, click your assigned

Responsibility — <OK>. TheNavigation List displays. Click

Coredoc — <Open>.

<~ Mavigator - CI¥DOD CLASSIFIER M= E3

Coredoc

+ Mass Actions
Workflow Inhox

+ Complaints Tracking
Breakdown Folder

+ Work Structures

+ View

+ Processes and Reports
Pay300

+ Local Tabhles

+ Reguest for Personnel Action

Reduction In Force (RIF)

PaErull Reieneratiun Process

+| = | =

Open

¥ Close Existing ¥Windows

Position Management and Classification. COREDOC

Continued on next page
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Accessing and Navigating in COREDOC, continued

Accessing COREDOC (continued)

Step

Action

2

The Core Applications Window displays. Click <OK>.

EX Coredoc Applications Hi=l E3

Press Ok to Get into The Coredoc Application.

EXIT

Clicking <OK> displaysthe Core Document Development
System Title Window before the Core Document Development
System Window is displayed.

Core Document Development System

CDWriter

Department of Defense

Core Document System

Continued on next page
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Accessing and Navigating in COREDOC, continued

Accessing COREDOC (continued)

Step Action

4 The Core Document Development System Window displays
with the Main Menu Bar selections for accessing the COREDOC
processes and functions.

Choose an sption from the menu.

COREDOC DEVELOPMENT SYSTENM ‘

_DD—
COREDOC The four main menu selections are described below.
Main Menu Bar
Menu ltem Description
File Allows you to perform a variety of processes and functions.

Y ou can create, delete, view, print, import, export, copy, use and
view standard core documents (CDs) or rename them.

Utility Y ou can establish system-generated defaults for the CD. In
addition, users with “Classifier” or “Super User” role can assign
a Civilian Personnel Control Number (CPCN) to a CD.

Window Y ou are provided three choices for displaying open windowsin
COREDOC. You can arrange them according to viewing
preference.

Help Provides Help System Maintenance entries and general

information About CD Writer.

1/} Note: Open, Delete, View, Print, Copy, Rename are grayed
out, until a new COREDOC is created.

Continued on next page
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Accessing and Navigating in COREDOC, continued

FileMenu The Eile menu is used to perform a number of functions. To access the File

menu, click Eile on the Main Menu Bar. The following menu displays.

Utilty  window Help
Mew h
Open...
Delete. ..
Wisw,
Frint...

Impaort Chs. .

Expart CDz...

Usze Standard CD=. .
“Wiew Standard CD=.
Copy...

Bename...

E =it

Click To.../Function

New Create a new core document (CD).

Open Open an existing CD. See How to Modify a Core
Document in this module for additional information.

Delete... Delete an existing CD.

View... View a CD while working in the application. See How to
View a Core Document in this module for additional
information.

Print... Print a copy of a CD.

Import CDs... |Import COREDOC is not available.

Export CDs... | Export COREDOC isnot available.

Use Standard | Copy a core document from the standard library, if

CDs... necessary.

View Standard | View a standard core document.

CDs...

Copy... Duplicate an existing regular or standard core document in
your directory.

Rename... Assign a new name to an existing regular or standard CD.

Exit Exit from CD Writer to the COREDOC Applications
Window. Y ou can continue the Exit process and return to
the Navigator Window.

Position Management and Classification. COREDOC

Continued on next page
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Accessing and Navigating in COREDOC, continued

Utility Menu

User Default
I nformation
Window

7

Position Management and Classification. COREDOC

Click Utility on the Main Menu Bar to access the Utility menu.

M Windowe Help

Syztemn Defaults
Syztem Adminiztration

Option Available for
Systems Default Any user of the COREDOC Application.
System Users who have been designated as Systems
Administration Adminigtrators for the COREDOC Application.

The User Default I nfor mation Window displays when Utility isclicked on
the Main Menu Bar. The data areas are described below.

%8 Privacy Act of 1974 - [Core Document Development System - User Default Information]

@ Wfindow
Oracle User ID: MCKNIGC
Ouitput Format: On/Off Settings For: Agency Code: DD
@ Core Document ¥ Critical/Noncritical Coredot Access: |C
€ Position Description [ Percentage for FWS Positions
[¥ Show KSA Linkage To Specific Duties ¥ Impart CDs
[ Autematic Staffing KSA Selections ™ Expori CDs
Organization Name:
CPMS
Organization Goals:
Support DoD organizational geals.| =
¥
Save Exit

Thefirst time you access COREDOC, you will be prompted to compl ete the
blank User Default I nformation Window. Thiswindow allows you to enter
certain defaults and establish a standard Name and Goals for the
organizations for which you have responsibility. The information that you
type in the data fields will be generated on each CD that you process,
eliminating the need to retype the information.

Note: The Window has predetermined defaults that may or may not be
compatible with the organization you service. Y ou must review the defaults
and make the appropriate changes to the data fields.

Continued on next page
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Accessing and Navigating in COREDOC, continued

User Default I nformation Window (continued)

User Default

Data Field

| nfor mation Window

Description

OracleUser ID

Contains the Oracle User Identification assigned to
you. Thisfield cannot be modified.

Output Format

7

Y ou can determine the type of output desired, e.g., CD
or Position Description.

Note: It isrecommended you retain the CD asthe
default.

On/Off Setting For:

You can“v " on or off for any of the boxes next to the
settings by clicking inside the box. The settings are
described below.

o Critical/Noncritical — automatically designates all
selected duties as critical when activated.

o Percentage for FWS Positions — you should not
select this option unless your Agency/Organization
requires duty percentagesto appear for wage grade
positions.

o Show KSA Linkage to Specific Duties— allows
you to show the linkage between a selected duty
statement and competency (KSA) for a CD.

o Automatic Staffing KSA Selections— allows
automatic selection of KSAsfor aCD.

Agency Code

Designates the format of the core document, and in
particular, the Performance Management Plan.

Click the Agency Code data field to access the drop-
down menu, highlight your agency, and click <OK>.
Y ou can select from the choices indicated on the drop-
down menu (Air Force, Army, DoD, Marines, National
Guard, and Navy).

Note: The Fourth Estate Agencies and other Agencies
should use the “DD” Agency Code.

Continued on next page
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Accessing and Navigating in COREDOC, continued

User Default I nformation Window (continued)

Data Field Description

Coredoc Access I ndicates the status that you are using to access the User
Default I nformation Window. The system default isa
Classifier. Theother optionsare“S” for Super User, and
“M” Coredoc Manager.

I mport CDs Import CDsis not available.
Export CDs Export CDsis not available.

Organization Name | Allowsyou to enter a default Organization Name. The
information that you type in this data field will be
generated on each CD that you process, eliminating the
need to retype the information.

Organization Goals | Allowsyou to enter default Organization Goals. The
information that you type in this data field is generated on
each CD you process, eliminating the need to retype the

f information.

Note: Y ou should always check the Systems Default
information to be sureit is correct for the organizations
for which you have responsbility.
Save/Exit Once you have selected all the system defaults, click
<Save> to save your information and return to the Core
Document Development System Window.

Or
Click <Exit> to return to the Cor e Document
Development System Window and not save your
changes.

Window Menu  The Window menu provides three choices for displaying open windows; you
can arrange them according to your preference for viewing.

The Window menu also lists all windows you currently have open, including
your sign-in “responsibility” (listed in the Navigator Window).

To access the Window menu, click Window on the Main Menu Bar.

File  Utility Nt Help

1. Mavigator - CIVDOD CLASSIFIER
w 2 Core Document Development Sustem

Continued on next page

Position Management and Classification. COREDOC Mod 2, Chap 4, page 8



August 25, 2000

Accessing and Navigating in COREDOC, continued

Window Menu

Help Menu

Choice

Action
Cascade Displays open windows in a* cascaded” or stair-step fashion.
Tile Displays open windowsin a “tile” (non-overlapping fashion).

Arrange |l cons

Arranges the icons of any minimized windows side-by-sidein
the lower left of the window.

The Help Menu provides Help System Maintenance entries and general
information About CD Writer.

To access the Help menu, click Help on the Main Menu.

File  Utiity “wfindow
R e ed  iew COREDOC Manual
Print COREDOLC Manual

Help Systen...
About COMWriter. .

Menu [ tem

Description

View COREDOC
M anual

Provides a view of COREDOC Manual from Integrated
Personnel Process |mprovement (PPI) release.

Print COREDOC
M anual

Prints the COREDOC Manual from the Integrated PPI
COREDOC manual on-line without exiting.

Help System

Provides general information about the purpose and
functionality contained in the COREDOC software.

About CD Writer

Provides general information about the CD Writer
COREDOC software.

Continued on next page
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Accessing and Navigating in COREDOC, continued

Exiting There are a number of methods to exit COREDOC:

COREDOC - Click <Exit> from any of the application windows, and follow the
directions on the windows to continue the exiting process, or
Click Eile on the Main Menu; click Exit. A Dialog Box displays.

Pleasze Confirm

Are you sure you want to quit
CDWriter?

an

Click <Yes> to exit CD Writer and return to the Navigator Window.
Click <No> to return to the Coredoc Applications Window.

Position Management and Classification: COREDOC Mod 2, Chap 4, page 10
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Creating a Core Document

Pur pose This procedure provides information on the process of creating, viewing, and
printing a new core document (CD).

Section Contents . Accessing the COREDOC Applications Window
- Selecting an Occupational Series

Naming Core Documents

Selecting:
Dutiesfor a Regular CD
Supplementary Duties for a Regular CD
Percentages of Time for a Regular CD
Staffing KSAs for a Regular CD

Verifying Title, Pay Plan, Series and Grade for a Regular CD

Completing Organizational Goals and Purpose for a Regular CD

Developing the Performance Management Plan for a Regular CD
Using the System-Generating Performance Requirements
Entering New Performance Requirements

Creating a Standard CD

Viewing and Printing a CD

Exiting COREDOC

Accessing the Coredoc Application Window

Step Action

1 | Navigator Window — Coredoc — <Open>.

2 | TheCoredoc Applications Window displays. Click <OK> to
display the Core Document Development System Title Window

briefly before The Core Document Development System Main
M enu Window with the Main Menu Bar displays.

Action Edit Query Go Folde Special Help  Window

Press Ok to Get into The Coredoc Application.

mxr

Continued on next page
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Creating a Core Document, Continued

Accessing the Coredoc Application Window (continued)

Step Action

3 | TheCore Document Development System Window with the Main
Menu Bar displays.

Click File to display a drop-down menu.
Click New to begin the process of creating a core document.

Utility  window Help

‘elopment System

Open...
Delete. .
Wi,

Import CD=...

Export CDs...

Use Standard Chs...
Wiew Standard CD .
Copy...

Bename... COREDOC DEVELOPMENT SYSTEM

Choose an opton from the menw

Continued on next page
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Creating a Core Document, Continued

August 25, 2000

Selecting an Occupational Series

Step

Action

1

The Occupations to Select From Window displays with three
Taskflow Buttons at the bottom of the window.

Scroll and click the occupation you need for your CD, and then
click <OK>, or

Input the Series number in the Find data area followed by a “%”
Click <Find>. The series number you designated displays.

From the listing, click the series and occupation you need and
click <OK>.

Find 03%
3rs Menu AG Title
0305 305 DD Mail and File Clerk Al
0315 3184 DD Secretary - Small/Medium Off.
0318 8B DD Secretary - Medium/Large Off.
0318 Eilile DD Secretary -Large, Complez Ory
0322 322 DD Clerk-Typist
0326 326 DD Office Automation
0332 332 DD Computer Operator
0334 334C3 DD Computer Specialist
0334 334DBM DD Computer Specialist - Data Base Management
0334 334EA DD Computer Specialist - Equipment Analysis
0334 J34HET DD Computer Specialist - Hetwork
0334 334Pa DD Computer Specialist - Programning & Systems Analysis i
J=d i =

Find OK |

Cancel |

Note: Several seriesare further defined into a number of
occupations. For example, 0318 has other associated occupations
listed: 318A, 318B, etc.

Additionally, several Primary Occupations require you to select
duties from two or more occupational menus. Thisusually applies
when two or more wage occupations of equivalent grade are used in
the CD creation process. If you select one of these series you will
be returned to the Occupation to Select From Window where
another series with an associated occupation may be selected.

Position Management and Classification. COREDOC

Continued on next page
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Creating a Core Document, Continued

Selecting an Occupational Series (continued)

Step

Action

2

The Coredoc Document Development System — New Core
Document Window with the title “Please Confirm The Following
Work Situation” displays with a description of the occupation you
selected. Usethe scroll bar and scroll through the description to
ensure it meets your needs.

“wfindowve ==
PLEASE CONFIEM THE FOLLOWING WORK SITUATION:

Occupational Menu: 018AF

Occupation:  Safety and Occup Health Mgmt: Aviation (Flight Safety), GS-0018

The employee perf work fi
productivity losses caused by harmful contan:t incidents. The work requires Imowledge of the principles, |
standards and technigues of safety and occupational health ma and pertinent elements of
engineering, physical sciences, psychology, indusirial hygiene, physiology, sociology, and other
scientific and technological fields. The application of these k ledges contribuies to the achievement
of comprehensive safety and occupational health ohjects The employee manages, administers and'or
operates a safety and occupational healih (5& OH) pmg:ram, and/or performs administrative work
concerned with safety and occupatmnal health activities, including deve loping, implementing and

or minimizing human injury and property and 1=

ing related
MOTE: (1) The work environmenis in which the empl plans pl s andior admind S5&0H
often require additional knowled in order to perform the

assigned duties. These kmowledges are related en‘]wr to the work environment (e.g., medical, combat
training) or to a specific area of expertise (e.g,, explosives, hazardous chemicals). In order io reflect
se additional knowledge requirements, a statement has heen added under’duty’in each menu to
flect the type of environment or specialty area in which the work is actually performed. This allows
user to select the menu most appropriate to the position under consideration.

ORTANT ADDITIONAL NOTE: (2) Please use the MULTISPECIALTIES menu when classifying

Information Continue i Exit I

kenu Mode = New
Count: *1

L«

Click one of the taskflow buttons at the bottom of the window:

Click <Information> Click <Continue>

To display detailed postion | To display the Action - CD
classification information Type Window when the
about the selected seriesand | series and occupation are
occupation to read before correct.

proceeding.

Continued on next page
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Creating a Core Document, Continued
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Selecting an Occupational Series (continued)

Step

Action

Occupation Information for Menu 018AF:

4 | If you click <Information>, the Core Document Development
System - New Core Document Window displays with detailed
information about the selected series and occupation.

%% Core Document Development System - Hew Core Document

Contenis:

A, OCCUPATIONAL INFORMATION:

A OCCUPATIONAL INFORMATION
B. TITLING

C. EXCLUSIONS
D. CLASSIFICATION CRITERLA

|

whjectives.

Safety and

psychology, indusirial hygiene, ph y
technological fields which coniribute to the achievement of safety and occupational health

1 health

The GS-018 series includes positions which involve the ini ion, 0T 0p i
f a safety and occupational health activities and includes the devel impl ion, and
Tuation of related functi The primary ohjective of this work is the elimination or
minimization of human injury, property and productivity losses, caused by harmful contact
incidents, through the design of effectiv t, policies, p or practices. Work
ires application of the } ledgze of: (a) the principl dards, and techniques of safety and
upational health and (byperi of engineering, physical science,

iology, and ether scientific and

Printl

up

and speciali

should have a working kmowledge of

-
=l

Exit

Window.

5 | Click <Print> to print the information on the occupation, or
click <Exit> to return to the Core Document Development System

6 | If you click <Continue> on the Core Document Development
System Window because the series and occupation are correct, the
Action — CD Type Window displays.

Click <Exit> on the Core Document Development System
Window if the series and occupation are not correct to return to the
Core Document Development System Main M enu Window.

Position Management and Classification. COREDOC

Continued on next page
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Creating a Core Document, Continued

Naming Core Follow the steps below to select or create your own unique CD.

Documents

Step

Action

Click <Continue> on the Core Document Development System-
New Cor e Document Window.

The Action - CD Type Dialog Box displays.

Please select the CD type that
you wish io create!

& Regular CD! " Standard CD

0]:!

Select one of the following types of CDs:

Regular CD - isbased on unique duty requirements or special
gualifications of the position. Regular CDs have a system-
generated name beginning with “TMP’ and ending with a
sequential number.
Standard CD - is based on standard duties and qualifications
and is normally used Component wide. Standard CDswill have
a system generated name comprised of four parts:
The abbreviation, “STD,”
The user’s two-digit agency code,
The four-digit occupational series,
The two-digit grade, and
A sequential number.
Note: It isrecommended that you establish your own naming
convention for both “Regular” and “Standard” CDs. Your CDs are
based on your Component’s businessrules. Y ou may enter any
identifier that does not exceed the allocated space of twenty
alphanumeric characters.

Click Regular CD on the Action — CD Type Window and click
<OK>.
Note: A Regular CD isused for illustration purposes only.

Continued on next page

Position Management and Classification: COREDOC Mod 2, Chap 4, page 16



August 25, 2000

Creating a Core Document, Continued

Naming Cor e Documents (continued)

Step Action

3 The Action — Enter CD Name Window displays. In the example,
a system-generated CD Name of “TMP00789” displaysin the CD
Name data field.

Action - Enter CD Mame

€D Name: [ENSIRE

ok | Help |

f‘z Note: Click <Help> for the COREDOC Help System Window
to display an explanation of the CD Name.

COREDOC Help System E3
CD Hame: =

You may accept the sequentially assigned
name that appears on the screen or assign
your own document name. The core document
name can be up to twenty alphanumeric
characters, except that you cannot use a
numeric in the first position or use
spaces, punctuation and special characters
in the name.

[~
Search | ] I Cancel |

4 Click <Ok> to accept the system-generated CD Name, or typein
your own specific name and number for the CD that meetsthe
business rules of your Component.

5 Click <OK> to digplay the Duty List Window with the associated
duties for the series and occupation you selected.

6 Click <Cancel> to cancel to exit the window.

Continued on next page
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Creating a Core Document, Continued

Selecting Duties for a Regular CD

Step

Action

1

OntheDuty List for:.....Window, select the dutiesto includein

DUTY SELECTIOM:
Select the duties to i in the core

n

elect /
nselect

=]

Duty Title
! Data Eniry and Retrieval

Maintains Stocks

P 5

Stock Numbers and Authorized Substituti
F and

Reports of Discrepancies

Office Automation Typing

QEEUNR R

aanmanAaAanaIoanoag

Select All Continue ’

parameter menL mo de Mew

Note: Itisnot necessary to select all the dutieslisted for your series
and occupation, only the ones that applies to your CD.

Click <Select All> to select all the duties listed for the series and
occupation.

OR
Click <Continue> to not select any duties.

Note: If you click <Continue>, a dialog box displays. “Y ou have
NOT selected any duties for this series.” Click <OK>. A second
dialog box displays, “Do you wish to abandon this series for this
CD?" Click <Yes> to begin a new series or <No> to return to the
Duty List for:....Window.

Click the box next to the Duty Title associated with your series and
occupation to display the Duty Classification Levels For:...
Window. For Example: Duty Classification LevelsFor: A Data
Entry and Retrieval Window.

Continued on next page
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Creating a Core Document, Continued

Selecting Duties for a Regular CD (continued)

Action

The Duty Classification Levelsfor: A Data Entry and Retrieval
Window displays a description of the first level for the serieslisting

in the Level Selections Area.

Step
3

Duty Classification Levels for: A. Data Entry and Retrieval

LEVEL SELECTION:
Return te Duty Display Duty
Click on checkbox for level selection. Selection screen Statement
Click on number or title for level description.
Cancel I Statement I
Level
EIrfL Supply Clerk GS-2005.04
rz Supply Technician GS-2005-05
[T 3 Supply Technician GS-2005-06
[T 4  Supply Technician GS-2005-07
el
Level Description
[Uses knowledge of standardized supply regulations to perform routine technical support duties |~
related to maintaining property accounts and records, completing individual i
idi i i e files, ducting data hes, and
distributing output files. (Typical of GS-4)

7;
1} Notes:
Click the Title or Series(i.e., Supply Technician, GS-2005-06)
to access the Level/Description for each of the levels. Or
Click <Cancel> to return to the Duty List for: Window without

making a Duty Level selection.
Click the level you need for your CD. The Duty List for: Window
returns for selecting additional duties. Select another duty.

Click <Statement> to display the Duty Statement Window.

Lovel 1. Secretary GS-0318-04 =

Duiy Statement
[Schedules in and usually in the local area with a moderate number of =1
participants.

=

LI

and d are

1. Effectively schedul and i Time, 1
ding to specifi

ials and ices are provided in a timely manner.

2. Ensures that all required
and distributes agenda.

3. A 1y and prompily prep
1y takes notes and'or minutes.

and

4. Attends staff i and
5. Prompily prepares minutes and distributes as required.

6. Suspenses and follows-up on action items in a Himely manner.

Continued on next page
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Selecting Duties for a Regular CD (continued)

Step

6 Click <Return> to return to the L evel Selection Window. Select
the level appropriate for the duty position. The system will return to
the Duty Selection Window.

Dty List for: G5-03

Selected
04

04

05

B A a =0 a"mRY 0 e
L T e e e e i

7 After you have selected the last Duty Title, the appropriate Duty
List For: Window displays with the Grade Selected Column and

checkboxes completed and checked.

18 Secretary - Small/Medium OIF.

DUTY SELECTIOIN:
Select the duties to include in the core document.

Crade Select /
TUnselect

Duiy Title

¢ Correspondence and Reports

Calendars and Schedules
Calls and Visitors
Incoming Mail

Travel Arrangemenis
Stenography

Time and Atiendance
Office Automation
Suject Maiter Files
Advice and Training
Conferences and Meetings
Requisitions

Personnel Suppori

Select All I Continue I

Continue i

Save & quit i

Abandon i

Previous i

8 Click <Continue> to display the Duty List for: Window.

Duty List For: G5-2005 Supply Clerk & Technician

Select one of the following options by clicking on the hution:

Takes you 1o the next step in this process.

Leis you pick additional duties from another menu.

Saves everything you did so far and refurns you io the main menu.

Wipes outwhat you did up to now and returns you to the main menu.

Takes you back to the same menu.

Position Management and Classification. COREDOC
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Selecting Duties for a Regular CD (continued)

Step

Action

8
(cont)

A description and the use of the buttons follow:

Button

Description/Use

Continue

L

Proceed to the next creation
window.

Return to the Occupationsto
Select From Window to select a
new Series.

Save & quit

Save your work up to this point
and quit.

Exit your work without saving. A
series of dialog boxes display.
Click the correct response and
return to the Cor e Document
Development Window.

i1

Return to the Duty List Window.

Click <Continue> to proceed. The Core Document Development
System - Supplementary List Window displays for selecting

additional duties.

Note: These duties do not affect the grade or series, but are important
to ensure requirements are complete for the CD.

‘wiindow

Occupational Series Menu List

Supplementary List

amAamaan

<

Eﬁ Core Document Development System - Supplementary List

- 05 018AF G5-0018 Safety and Oceup Health Mgmi: Aviation (Flight Safety)
LB LB Supplemenial Information Library

Certified Aviation Flight Safety Professional

Continue |
i I_I

Position Management and Classification. COREDOC
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Creating a Core Document, Continued
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Selecting Supplementary Requirements for a
Regular CD

Step Action
1 | Click the Select box to select alevel or click <Continue> to return
to the Duty List.
Core Document Development System - Supplementary List
STUPPLEMENTARY SELECTION:
Click Check Box to selectunselect items.
Press the Continue Bution to continue without selection an item.
Select Overtime
=] 81 Overtime mayhe required.
-
E
Classification
Overtime may he required. =1
=1
Conitinue i Previous i Information I
2 Click <Previous> to select additional supplementary duties.
Click <Infor mation> for information about the window.
3 | Click <Continue> after you select all the supplementary duties for
COREDOC to display another Supplementary List Window.
OR
Click <Continue>, even if you did not make any selections.

Position Management and Classification. COREDOC
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Creating a Core Document, Continued

Selecting Supplementary Requirements for a Regular CD (continued)

Step Action

4 | The Core Document Development System — Supplementary List
Window displays. Each of the four optionsis explained in the text.
Click the option that meets your needs to continue the COREDOC
process.

Core Document Development System - Supplementary List

Select one of the following optiens by clicking on the button

Takes you io the next step in this process.

Save & Quit | Saves everything you did so far and returns you to the main menu.
Abanden Wipes out what you did up to now and returns you to the main menu.
Previous | Takes youback io the same menu

5 | Click <Continue> to display the Per centages of Time Window.

f‘z Note: If you did not select any of the supplementary duties, a
dialog box asks, “ Are you finished with Supplementary
I nformation?”’

Click <YES> to continue creating a CD.

Continued on next page
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Creating a Core Document, Continued

Selecting Per centages of Time

Step Action

1 | ThePercentages of Time Window displays with the duties you
selected with an assigned percent for each one. COREDOC
automatically distributes percentages to equal a total of 100% unless
you make adjustments. Total Percentage is displayed at the bottom
of the screen and must always equal 100%.

¥ Percentages of Time

L] CD Grade Duty

=l BBl 12 Program Managememnti

25 C [LL) Base Accident and Loss InvestHgabon/Preventon

25 C o Base Occupational Health

25 C g Base Constructon
=)

Total Percentage: 100 o5
Continue !

f Note: Y ou may change the percentage of time, if needed. Click the
box under “%” and type in a new percentage. Thetotal percentage
must add up to 100 percent.

2 | Click <Continue> to display the Staffing K SAs Window.

3 | ThePlease Wait Dialog Box advises, “Processing information into
the database...” before accessing the next step in the COREDOC
process.

¥ Please Wait ...

Frocessing information into

Continued on next page
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Creating a Core Document, Continued

Selecting All of the competencieslisted appear in the CD in the Basic Training
Staffing KSAs  Competencies Section. Only those you select for staffing, however, will be
listed in the selected Staffing K SAs section of COREDOC.

Step

Action

1

The Core Document Development System — Staffing K SAs
Window displays.

78 Core Document Development System - Staffing KSAs

KS4 Competency [dentified in Position Y% of Time
j [ Oral Communieation 100

[~ Written Commaunication 100
[~ Interpersonal Relations 100
[ Clerical Procedures 100
r Laws, Regulations, Policies and Procedures 100
+ | Requisitioning Procedures 100

Description
ility to communieate orally ;’

Contime |
Click the checkbox next to each KSA for the position description.
Asyou select a KSA, the system will take you to the description for
that KSA until you have selected all the KSAsthat you need. The
KSAswill populate in the Description field.

Notes:

The KSA Checkboxes will usually be blank. If there are check
marksin them, a pre-determination has been made that the
KSAs are essential to both staffing and training.

Numbersin the % of Time Column indicate the percentage of
work requiring the particular competency (KSA).

If the competency appliesto all KSAs selected, then the
percentageis 100. If the competency appliesto only one duty
and that duty comprises 30% of the job, then the % of time will
be 30.0. The% of Time Column displaysto assist in deciding
which KSAs to select for staffing.

Click <Continue> to display the Title, Pay Plan, Series, Grade
Window after you have selected all the KSAs you need for the CD.

Continued on next page
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Creating a Core Document, Continued

Verifying Title, Pay Plan, Series, and Grade for a Regular CD

Step

Action

1

The Core Document Development System — Title, Pay Plan,
Series, Grade Window displays. The Window contains the CD
Name, Official Title, Series, Pay Plan, and Grade datafields. These
are automatically populated based on your previous selectionsin the

creation process.

CD Name:
Official Title:

Series:
Pay Plan:
Grade:

Ed.iti

TMPO0TET

Supply Technician
2005

GS

0

Title: l

Click <Edit> and highlight selection to change the Official Title,
Series, or Pay Plan. Any changes made on this window will be
reflected in the Classification Summary of the CD. CD Name
cannot be changed.

Click Title to make any changesto the Official Title.

Click <Continue> to go to the next step and display the Goals
and Pur pose Window.

Continued on next page
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Completing the Organizational Goals And Purpose for a Regular CD

Step

Action

Window displays.

' Lore L'ocument Development System - aoals and Furpose

CD MName: TMP01200
Title: Safety and Occupati
ASA

1 Health Specialist

Organization:
Commenis:

Organization Goals:

The Core Document Development System — Goals and Pur pose

oy

Purpose:

|

for an in avi

The purpose of this position is to design, manage, and‘or implement one or more safety and occupational health

|

ion flight safety operati

Standard Goals I

=

Exitl

If you

Then

Choose to write your own
Organizational Goals and
Purpose.

Click <Edit> and type them
in the fields provided.

Click Save. Click <Exit>
The Perfor mance

M anagement Plan Window
will display.

Choose to use Standards
Goals. (Note: Userswith
“Classfier” or “Super User”
role can establish “ Standard
Goals’ asadefault for the
organizations serviced.)

Click <Standard Goals> for
auto population. Click
<Exit>. The Performance
M anagement Plan Window
will display.

Choose not to input Goals and
Purpose.

Click <Exit>. The

Perfor mance M anagement
Plan Window will display.

Position Management and Classification. COREDOC

Continued on next page
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Creating a Core Document, Continued

Developingthe  COREDOC is programmed to reconfigure the duties selected into objectives
Perfor mance for use in the Per for mance M anagement Plan Window. It will format the
M anagement duty statements (objectives) to emulate your component’s current

Plan for a performance management plan. The window is essentially the same for each

Regular CD

Component; however, the output will be different depending on your

Component. For example, Air Force does not use this part of COREDOC.
Follow these steps to devel op the Performance Management Plan:

Step

Action

1

The Core Document Development System — Perfor mance
M anagement Plan Window displays.

% Core Document Development System - Performance Management Plan

CD Name: TMPO0323

Title: Computer Specialist

Specific Performance Requiremenis:

1D

[
Edit Delete Duties Continue
I

There are four Taskflow Buttons on the window. The descriptions
of the buttons follow.

<Edit> - Add or change text to comply with your Component’s
governing performance elements and standards.

<Delete> - Remove text from the document.

<Duties> - Load duty statements associated with the CD.

<Continue> - Continue the creation process.

Click <Duties> to display the Core Document Development
Window.

Continued on next page
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Creating a Core Document, Continued

Developing the Perfor mance M anagement Plan for a Regular CD (continued)

Step Action
2 A Duty Text Dialogue Box displays:.

Coredoc

- Duty text can be loaded to help you
(}i) create performance expectations.

Do you want to load duty text

Yes
3 Click <Yes> if you Click <No> if you
Want the system to load Want to enter your own
performance regquirements. performance reguirements.

Using the System-Gener ated Perfor mance Requir ements

Step Action
1 If you click <Yes>, aDuty Text Dialogue Box displays.

Action - Duty Text

This program includes Generic Performance Elements baged om the
Alternative Performance System (APAS)LIE you want to include the
availahle Generic Elements in the Core Document you are creating,
select the APAS option. If you are creating a Core Document that

will not be covered by APAS or you do notwant the Generic

Elements in your document for another reason, select the PARS option.

APAS C PARS ok_|

Continued on next page
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Creating a Core Document, Continued

Using the System-Gener ated Perfor mance Requir ements (continued)

Step

Action

2

Click <OK>. A notice displays.

2
Coredoc

The APAS/PARS elements will not
& appear on your screen, but will
print on your core document.

Click <OK>.

£ Core Document Development System - Perfformance Management Plan

CD Mame: TMPOO323
Title: Computer Specialist

Specific Performance Requirements:

[Performance Ohjective 1:

B

Admini the day-to-day datab peration and mai in an envi in which the system
software is typically available from vendors and widely used.
Performance Ohjective 2:

[Fraluates the effectiveness of the data hase hnelogy and i b1 and
inefficiencies in a well established data base

Performance Ohjective 3:

[Designs and develops changes or modifications io the data hase which require application of a variety of
echniques and methods to evaluate and determine the effect the changes will have on ather areas in the
data hase.

Edit Delete I Duties Continue i

arMade = Mew

Click <Continue>. The Core Document Development System -
Perfor mance M anagement Plan Window displays. Thiswindow
provides the CD Name, Organization, Comments, Official Title,
Pay Plan, Series, Grade, and Agency fields with your input.

79 Privacy Act of 1974 [_ O]
Edit View Heports Guit Window Help

78 Core Document D evelopment System =

CD Name: TMPO0323
Organization: DIRECTORATE OF NAVAL INFORMATION TECHNOLOGY
Commenis:
Official Title: Computer Specialist

PayPlan: G% Series: 0334 Grade: 11 Agency: DN

Continued on next page
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Creating a Core Document, Continued

Using the System-Gener ated Perfor mance Requir ements (continued)

Step Action
5 Click <Edit>. Click Exit.
6 The Core Document Development System Window displays.

File  Utility Window Help

%% Core Document Development System

COREDOC DEVELOPMENT SYSTEM

Cheose an option from the menw

7 | Click File. Click Exit.

8 The Please Confirm Window will display the question “Are you
sure you want to Quit CD Writer?”

Please Confirm

Arve you sure you want to qwit
CDWriter?

9 Click <Yes> to exit.

Continued on next page
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Creating a Core Document, Continued

Entering New Performance Requirements

Step Action

1 If you clicked <No> in Step 3 of Developing the Performance
Management Plan above, the Cor e Document Development
System - Perfor mance M anagement Plan Window displays with
the Specific Perfor mance Requirements Section blank.

4 Core Document Development System - Performance Management Plan

CD MName: TMPOO323

Tiile: Compuier Specialist

Specific Performance Requiremenis:

13

I=|
Edit | Delete Duties | Continue

Click <Edit>.

Continued on next page
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Creating a Core Document, Continued

Entering New Perfor mance Requirements (continued)

Step Action

2 The Core Document Development System - Perfor mance
M anagement Plan Window displays with Specific Performance
Requirements blank.

¥ Privacy Act of 1974
Windaw
£ Core Document Development System - Performance Management Plan =] E3
CD Name: TMPOO323
Title: Compuier Specialist
Specific Performance Requiremenis:
=
[ ]
End Efit DEIEE Difies E

Type the specific performance requirements.
Click <End Edit>.

Continued on next page
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Creating a Core Document, Continued

Entering New Perfor mance Requir ements (continued)

Step Action

3 The Core Document Development System - Perfor mance
M anagement Plan Window displays with your input.

‘Window
CD Mame: TMPOO323

Title: Computer Specialist

Specific Performance Requirements:
PERFOEMANCE OBJECTIVE 1: ;I

‘Administers overall data hase operations in a well established data hase envi

PERFORMANCE OBJECTIVE 2:

Investigaies prohlems and inefficiencies in an environment in which the sysiem sofiware is iypically
availahle from vendors.

Edit Delete | Duities Exit |

Count: 1

4 Click <Exit>.

Continued on next page
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Creating a Core Document, Continued

Entering New Perfor mance Requirements (continued)

Step Action

5 The Core Document Development System Window displays.
Thiswindow provides the CD Name, Organization, Comments,
Official Title, Pay Plan, Series, Grade, and Agency fields with
your input.

8 Privacy Act of 1974
Edit “iew Heports OQuit ‘window Help

¥ Core Document Development System

CD Name: TMPO032F
Organization: DIRECTORATE OF NAVAL INFORMATION TECHNOLOGY
Comments:

Official Title: Compuier Specialist

PayFlan: G5 Series: 0334 Grade: 11 Agency: DN

6 Click Edit. Click Exit.
7 The Core Document Development System Window displays.

File  Utility Window Help

%% Core Document Development System

COREDOC DEVELOPMENT SYSTEM

Cheose an option from the menw

8 Click File. Click Exit to exit COREDOC.

Continued on next page
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Creating a Core Document, Continued

Creating a Standard CD

Step Action
1 The Action — Please Select Window displays with two Taskflow
Buttons and the statement “Y our current agency codeis_ . Doyou
want to accept your current default agency code for this CD or do you
want to CHANGE it?’
Action - Please Select...
Your current agency code is AF
Do you want te ACCEPT your current
default agency code for this CD or
do you want to CHANGE it?
CHANGE |
2 I you click Then
<Accept> | The Action —Authorizations Window displays and

the system defaults to the agency code shown on
the window. Two buttons are on the bottom of the
screen:

<OK> - Displaysthe Duty List For: (Pay Plan,
Series, Job Title) Window in the block titled
“Selecting from the Duty List”.

<Héelp> - takes you to the COREDOC Help
System Window on Standard CDs shown in this
decision-logic table.

Action -- Authorization
P ——— e ——

CD Name:

STDDN001S- TN
Ok i Help |

Continued on next page
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Creating a Core Document, Continued

Creating a Standard CD (continued)

Step Action
2

(cont) | f you click Then

<Change> | The Agencies Window displays with three
Taskflow Buttons used in all queries.
Agencies

your The Action — Default Agency Window displays
Agency and | with your Component listed in the default agency
Nameand |field.
Cl I Ck <OK > Action - Default Agency

Continued on next page
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Creating a Core Document, Continued

Creating a Standard CD (continued)

Step Action
2
(cont) | | 1 you click Then
<Ok> The Action — Authorization Window displays

with the CD Name field auto populated.
Two buttons are on the bottom of the window:

<Ok> - Digplays the Cor e Document
Development System Window.

<Help> - Digplaysthe COREDOC Help
System Window on Standard CDs
shown in the next step.

Action -- Authorization

CD Name:

STDDNOOS--
Ok I Help |

Continued on next page
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Creating a Core Document, Continued

Creating a Standard CD (continued)

Step Action

2

(cont) | | 1 you click Then

<Help> The COREDOC Help System Window displays
with the sequentially assigned number. Three
buttons are located on the window:

<Sear ch> - Displays the Sear ch/Replace Window
to make changes and give you an
explanation of the characters that
congtitute the Standard CD.

<OK> - Displays the next window.

<Cancel>- Returnsyou to the previous
window.

COREDOC Help System

ftandard cDs: =

The system will display the first 11
characters of the name in red characters
and the remaining 9 characters containing
a default sequence number in the following
Format:

1-3 4-%5 6—9 18-11 12—-28
STD agency series grade
system—generated sequence number

where position 4-5 is the selected AGEHCY
CODE; positions 6—11 will be updated upon
completion of the creation process when
the Edit Screen data is displayed. For
example, if the gradestitling algorithim
Ffor selected series 8334 determined the
grade to be a 12 and the agency code is
AF, Tthe standard CD name would read:

STDAFB33412000081810
You may accept the sequentially assigned

number that appears in positions 12-28 or
assign your own extension in positions

12—208._
HOTE = The Ffirst 11 positions of this CD
name are not user—changeable? -

Search I (S8 I Cancel

Continued on next page
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Creating a Core Document, Continued

Creating a Standard CD (continued)

Step Action
2
(cont) | f you click Then
<Cancel> | You arereturned to the Action — Authorization
Window.
Click <Ok> and continue with the Standard CD.

CD Name:

STDDNOOIS--
0Ok Help

Continued on next page
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Creating a Core Document, Continued

Viewing and Printing a CD

Step

Action

1

Click File and then click View on the Main Menu Bar.

2

The Available Core Documents Window displays

Available Core Documents

5 TMPO5802 XX
GS oolg Safety and Occupational Healih Speciali 11 TMPO5803 DN XX U
GS oolg 11 TMPO5800 DN XX
GS 0203 Employee Development Assistani 0d TMPO0224 DN XX
GS 0203 Personnel Assistant 0d DM-AFOTEC2 DN XX
GS 0203 Personnel Assistant o7 GIL-RES3 DN XX
GS 0322 Clexk-Typist 04 TMPO5695 DN XX
GS 0326 Office Automation Assistani 05 TMPO5104 DN XX
GS 0326 Office Automation Clerk 04 TMPO5588 DN XX
GS 0334 Computer Specialist 11 CONF-DEMO-1 DN XX
GS 0334 Computer Specialist 11 DVM-1 DN XX
GS 0334 Computer Specialist 12 DM-CONF-DEMO. DA XX
GS 0334 Computer Specialist 12 DM-CONF-DEMO. DN XX
GS 0334 Computer Specialist 12 GIL-RES1 DN XX
GS 0334 Computer Specialist 12 GIL-RES2 DN XX
[N n3d: At i and Py Analvsi 11 TARIPNS0AT N XY hd
i Ll

Select the CD you wish to preview.

Click <OK>.

The Action — View Report Dialog Box displays with the statement,
“If you decide to print this report from the Report Previewer by
pressing the Print button, you must manually select the printer
from the File Menu (Choose Printer) in the Previewer.”

Click <Ok>.

Action - Yiew Report

If you decide to print this report from the
Eeport Previewer by pressing the Print
button, you must manually select the printer
from the File Menu (Choose Printer)

in the Previewer.

Cancel 1

Continued on next page

Position Management and Classification: COREDOC Mod 2, Chap 4, page 41



Creating a Core Document, Continued
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Viewing and Printing a CD (continued)

Step

Action

6

The Report Progress Dialog Box displaysinforming you that the
activity is processing.
Report Progress

Initializing report

:

Client Activity  Server Activity

| Cancel report _I

Thepd: Previewer Window displays with a menu bar, eight
buttons, a page indicator, and a scroll bar.

B pd: Previewer
File Edit 'indow Help

First l Last l Page: I1

Print | Close | New

Erey.

[_[O] ]

s
=
|

POSITION DESCRIPTION DOCTMENT NAME/#: CONF-DEMO-1

I. POSITION AND ORGANIZATION INFORMATION

Position:

Computer Specialist . G5-U334-11
Purpose of position:

The employee performs computer systems analysis and design.
Organization:

DIRECTORATE OF NAVAL INFORMATION TECHNOL O GY
Organization Goals:

TO PROVIDE COMPUTER INFORMATION TECHNOL OGY SUPPORT TO THE INSTALLATION.

I. MAJOR DUTIES

A, Duty:

Performs feasiility studies in order io develop or modify information sysiems io meet user requiremenis. Siudies do
not contain unprecedented problems or other complicating features typical of senior level assignments.

(20%)
Tasks

Note: You can preview the first page of the CD by using the
scroll bar on the side. 1f you want to preview the rest of the CD,
click <Next> until you get to the last page.

Position Management and Classification. COREDOC
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Viewing and Printing a CD (continued)

Step Action
8 Click File. Click Print. The Print Window displays.
Pit  HEH|
= Printer
Marmne: W1 2ZEWHP Lazerlet BSi k3 Properties 1
Statuz; Ready
Type: HF Lazerlet B5i b
Where:  LFT:
Camment: I~ Print to file
= Print range | [~ Copies
Lo | : ' Murnber of copies: 1 -
" Pages from: |1 ta: |1 :
Cancel
9 Select the appropriate printer in Printer Name data field. Select
the Print Range and number of copies needed. Click <OK> to
print the number of copies needed.
10 | Click <Close> to return to the Core Document Development
System Window.
79 Privacy Act of 1974
Fil=  Utility  Window Help
COREDOC DEVELOPMENT SYSTEM
Choose an option from the menu.

Position Management and Classification. COREDOC
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Creating a Core Document, Continued

Exiting COREDOC

Step Action
1 Click Edit on the Main Menu Bar.
The COREDOC DEVELOPMENT SYSTEM Dialog box
displays with a new Toolbar.
Click File and click Exit from the drop down menu.

2 Oracle Applications
Ltility  *indow Help
Mew 1y | &

<] el

Open... b

Delete.
Wiew,

Prrint.

Import CC

Export CDs

Use Standard CD=...
iews Standard CDs...
Copu...

COREDOC DEVELOPMENT SYSTEM

Choose an option from the menu.

2 The Please Confirm Dialog Box displays asking, “Are you sure
you want to quit CD Writer?’

Click <Yes>.

Please Confirm

Are you sure you want to guit
CDWriter?

3 The Coredoc Applications Window displays.

EE Coredoc Applications

Press Ok to Get into The Coredoc Application.

Click <EXIT>.
4 The Navigator Window displays.
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Viewing and Printing an Existing Core Document

Purpose This section explains how to access COREDOC to view and print an existing
CD.
Section - Accessng COREDOC
Contents - ViewingaCD
Printing aCD
See Also In this Chapter:
g - Accessing and Navigating in COREDOC

Creating a Core Document

Accessing COREDOC

Step

Action

1

From the Responsibilities Window, click your assigned
Responsbility — <OK >,

The Navigator List displays. Click Coredoc — <QOpen>.

ViewingaCD

Action

The Core Document Development System Window displays.

# Privacy Act of 1974
File  Utility ‘window Help

78 Core Document Development System

COREDOC DEVELOPMENT SYSTEM

Choose an option from the menu.

Click File and then click View on the Main Menu Bar.

Continued on next page
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Viewing and Printing an Existing Core Document, Continued

Viewing a CD (continued)

Step

Action

3

The Available Core Documents Window displays. Select the CD
you wish to preview.

Available Core Documents

TMPO5802 XX
GS oolg Safety and Occup 1 Healih Speciali: 11 TMPO5803 DN XX U
GS oolg 11 TMPO5800 DN XX
GS 0203 Employee Development Assistani 0d TMPO0224 DN XX
GS 0203 Personnel Assistant 0d DM-AFOTEC2 DN XX
GS 0203 Personnel Assistant o7 GIL-RES3 DN XX
GS 0322 Clexk-Typist 04 TMPO5695 DN XX
GS 0326 Office Automation Assistani 05 TMPO5104 DN XX
GS 0326 Office Automation Clerk 04 TMPO5588 DN XX
GS 0334 Computer Specialist 11 CONF-DEMO-1 DN XX
GS 0334 Computer Specialist 11 DVM-1 DN XX
GS 0334 Computer Specialist 12 DM-CONF-DEMO. DA XX
GS 0334 Computer Specialist 12 DM-CONF-DEMO. DN XX
GS 0334 Computer Specialist 12 GIL-RES1 DN XX
GS 0334 Computer Specialist 12 GIL-RES2 DN XX
[N n3d: At i and Py Analvsi 11 TARIPNS0AT N XY hd
i Ll

Click <OK>.

The Action — View Report Dialog Box displays with the statement,
“If you decide to print this report from the Report Previewer by
pressing the Print button, you must manually select the printer
from the File Menu (Choose Printer) in the Previewer.”

Click <Ok>.

Action - Yiew Report

If you decide to print this report from the
Eeport Previewer by pressing the Print
button, you must manually select the printer
from the File Menu (Choose Printer)

in the Previewer.

Cancel 1

Position Management and Classification. COREDOC
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Viewing and Printing an Existing Core Document, Continued

Viewing a CD (continued)

Step

Action

6

The Report Progress Dialog Box displaysinforming you that the
activity is processing.

Report Progress

Initializing report

Client Activity  Server Activity

% o

| Cancel report _I

Thepd: Previewer Window displays with a menu bar, eight
Taskflow Button, a page indicator, and a scroll bar.

fﬂ pd: Previewer M=
File Edit 'indow Help

First l Last l Page: I1 Print | Close | Hew

Prey. |

s
=
|

POSITION DESCRIPTION DOCTMENT NAME/#: CONF-DEMO-1

I. POSITION AND ORGANIZATION INFORMATION
Position:
Computer Specialist . G5-U334-11
Purpose of position:
The employee performs computer systems analysis and design.
Organization:
DIRECTORATE OF NAVAL INFORMATION TECHNOL O GY
Organization Goals:
TO PROVIDE COMPUTER INFORMATION TECHNOL OGY SUPPORT TO THE INSTALLATION.

I. MAJOR DUTIES

A, Duty:

Performs feasiility studies in order io develop or modify information sysiems io meet user requiremenis. Siudies do
not contain unprecedented problems or other complicating features typical of senior level assignments.

(20%)
Tasks -

Note: You can preview the first page of the CD by using the
scroll bar on the side. 1f you want to preview the rest of the CD,
click <Next> until you get to the last page.

Continued on next pi
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Viewing and Printing an Existing Core Document, Continued

Printing a CD

Step

Action

Click <Close> to return to the Cor e Document Development
System Window.

78 Privacy Act of 1974
File  Utility ‘window Help

¥ Core Document Development System

COREDOC DEVELOPMENT SYSTEM

Choose an option from the menw.

Follow Steps 3 and 4 in Viewing a CD.

The Report Destination Window displays. Select Printer to print
the CD.

Click <OK>.

Heport Destination

Follow Steps 5 and 6 in Viewing a CD.

The CD printsto your default printer.

The COREDOC Development System Window displays.

~N oo

Click File, and click Exit to return to the Navigator Window.

Continued on next page
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Modifying a Core Document

Purpose

Section Contents

See Also
&’

Before You
Begin

After you generate a core document (CD), you have the option to edit and
modify the document. This section explains how to modify an existing CD.

Retrieving an Existing CD
Openinga CD

Edit Menu

Editing and Modifying:

Goals and Purpose

Major Duties

Percentages of Assigned Duties
Knowledge Factors

Other Factors

KSAs

Staffing KSAs

Other Work Requirements
Performance Management Plan
Title/Pay Plan/Series

Cover Sheet

Classification Remarks

Add| ng More Occupations
Adding the Classification Summary

Section on Creating a Core Document in this Module.

The options on the Toolbar and drop-down menus are defined in the
Overview section of this module.
TheHelp option is available on the Main Menu Bar and includes the two
drop-down choices:
Help System provides general information about the purpose and
general functionality in COREDOC.
Show Key provides information on using convention keystrokes.
Y ou must be in the Role of Classifier or Super User to modify the Cover

Continued on next page
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Modifying a Core Document, Continued

Retrieving an Existing CD

Step Action
1 On the Navigation List — Coredoc — <Open>.
2 The Coredoc Applications Window displays.
Click <OK>.

EE Coredoc Applications

Press Ok to Getinto The Coredoc Application.

EXIT

3 The Core Document Development System Window displays.
Click File.
From the drop-down menu, click Open.

7 Privacy Act of 1974

E3 Uity window Help

Hew ‘elopment S5pztem

Delete. ..
e
Frint...

Import CD=._.

Export Chs.

Uze Standard CDz..
“iews Standard CDs...
Copy...

Bename... COREDOC DEVELOPMENT SYSTEM

Egl Choose an option from the menw.

Continued on next page
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Modifying a Core Document, Continued

Openinga CD

Step Action

1 The Core Document Selection Window displays. There are two
Taskflow Buttonsto use in editing a CD.

Core Document Selection

Which Core Documents do vou want
to select from?

CDs wiCPCNs | My CDs | Cancel |

_4

<CDsWw/CPCNs> - Displaysthe Available Core Document
Window which contains CDswith CPCNs
already assigned.

<My CDs> - Digplaysthe Available Core Documents Window
which contains a listing of CDs you have
generated. (They are not activated until you link
them with an RPA.)

<Cancel> - Returnsto the Core Document Main M enu.

iﬂz Note: If you previoudy created CDs but did not link oneto an
RPA, thiswindow will be by-passed and will take you to the
Available Core Documents Window in step 2.

Click <My CDs>. (Thisisused for illustration purposes only.)

Continued on next page
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Modifying a Core Document, Continued

Opening a CD (continued)

Step Action

2 The Available Core Documents Window displays a listing of
Core Documents, which includes PP, Series, Title, Grade, CD
Name, Agency, and CPO.

Click the CD you need to modify and click <OK>.

Find GS%
[EF Srs Tiile Gr CD Name Ar
5 Safety and Occupational Health Manager 2 &
GS 001 Safety and Occupational Health Specialist 11 TMP01175 DN
GS 0018 Safety and Occupational Health Specialist 12 TMFP01200 AF
GS 0018 12 JANSAFETY DN
G5 0018 STDDN0018--000000782 DN
GS 0318 Secretary (Stenography/OA) 05 TMPO037T DN
GS 2005 Supply Clerk (Office Automation) 04 TMPO0916 DN

Find | Cancel

3 The Core Document Development System Window displays.
Click Edit.

% Privacy Act of 1974
Edit View Bepots Utlty Quit Window Help

7 Core Document Development System

CD Name: TMP01202
Organization: ASA
Comments:
Official Title: Safety and Occupational Health Manager

Pay Plan: 8 Series: 0018 Grade: 12 Agency: AF

/.
sz Note: You can modify most data fieldsin a CD, except those
determined by your Component’s business rules.

Continued on next page
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Modifying a Core Document, Continued

Edit Menu

Position Management and Classification. COREDOC

The Edit Menu contains 15 optionsto use in modifying a CD:

Menu [ tem

Function/Description

Goals and Purpose

Use to change the Organizational Goals and
Purpose.

Major Duties

Use to modify duties and tasks.

Per centages

Use to change the percentages of time assigned.

Knowledge Factors

Use to edit the classification Knowledge factors.

Other Factors

Use to edit other classification factors.

KSAs
(Competencies)

Use to add, delete, or modify the Basic KSAs.

Select Staffing KSAs

Use to select or deselect previoudy selected staffing
(requirement) KSAs.

Other Work Use to modify, add, or delete supplementary duties
Requirements and responsibilities.
Perfor mance Use to add, delete, or modify performance elements

M anagement Plan

and standards.

Title/Pay Plan/Series

Use to change title series, and/or pay plan.

Cover Sheet Used by supervisors and managers to complete and
sign a cover sheet. The Cover Sheet option activates
under the Edit and Reports toolbar menus when a
CD has been attached to an RPA.

Classification Use to add remarksto the summary information.

Remarks

More Occupations

Use to add duties from a different Occupational
series.

Classification Use to view the classification summary.
Summary
Exit Useto exit and return to the Main Coredoc

Window.

Continued on next page
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Modifying a Core Document, Continued

M odifying Goals and Pur pose

Step

Action

1

Click Goals and Purpose.

Wiew Beports  Uiliy  Gluit
Goals and Purpose
b ajor Duties
Percentages
F.nowledge Factors
Other Factors
ESAs [Competencies)
Select Staffing k.5As
Other Work Bequirements
Performance Management Plan
Title/Pay Plan5 eries

The Core Document Development System — Goals and Pur pose
Window displays.

$8 Privacy Act of 1974
wlindow

7% Core Document Development System - Goals and Purpose

D Name: TMP01202

Title: Safety and Occupati 1 Health M
Organization: 454
Comments:

Organization Goals:

MAKE IT =1
=

Purpose:

The purp of this pesition is to design, andfor impl one or more safety and occupational health = |

for an ization or i Ilation invelred in aviation flight safety operations.
e
Standard Goals Exit I

There are three Taskflow Buttons:
<Edit>- - Allowsyou to modify the goals and purposes.
Note: When you click <Edit>, the <Exit> Button will changeto
<SAVE>.
<Standard Goals> - Auto populates the organization’s name
and goalsin the designated fields.
<Exit> - Returnsyou to the Cor e Document Development
Window.

Continued on next page
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Modifying a Core Document, Continued

M odifying Goals and Pur pose (continued)

Step Action

2 Place your cursor in the data field that needs editing. Click
<Edit> and make the necessary changes.

3 Click <Save> to save your changes.
z/g Note: The button returns to <Exit>, once Save is clicked.

4 Click <Exit> to return to the Cor e Document Development
Window.

Continued on next page
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Modifying a Core Document, Continued

Editing Major Duties

Step

Action

1

Click Edit, then click Major Duties on the Main Menu Bar.

2

The Core Document Development System - Major Duties
Window displays with the information automatically populated.

4 Core Document Development System - Major Duties

CD Name: !mumzuz

Official Title: ISafer_ymndl upational Health M
Duty # Il of I4 Dty Title: Basge Program Management

Duty Description Memo
The employee plans, develops, organizes, administers, evaluates, and coordinates a comprehensive safety = |
and occupational health program for all areas of an installation, including tenant activities, engaged in

diverse, high risk operations and functions. The primary emphasis of the position involves aviation flight
safety.
=
Duty Tasks hemo
1. Effectively negotiates and coordinaies complex issues pertaining to safety and occupational health for = |
the full range of installation functions, including tenant activities. Resolves serious conflicis beiween -
P ional requir s and the applications of safety and occupational health standards.
2. Sexves as technical expert on related matters, advising top management, staff and operating officials, and
supervisors on sound principles and techniques of safety and occupational health t in the
ion and control of accid in such areas as work methods, protection devices and motivati
g Studies include ur tional work operations and new materials.
=l
Next Add Delete Relation | Exit

Continued on next page
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Modifying a Core Document, Continued

Editing Major Duties (continued)

Step

Action

3

Click <Edit> to edit the displayed duty statement, or

Click <Next> to view the next duty statement, or
Click <Add> to add a new duty statement, or
Click <Delete> to delete the current duty statements, or

Click <Relation> to understand the connections between
individual duty statements and the classification knowledge
and training competencies, or

Click <Exit> to exit the window.

Click <Edit> to display the Edit Options Dialog Box, which
allows you to select one of the three options, described in clear
text.

! Current Text Make modifications to the dwiy's current text

Choose another level for the current duty

Lih Text
O Lihrary Te from the Occupational Series Menu Lihrary.

(I Cancel Edit Request Return o previous screen

Click Current Text.

The Duty Statement for Level 1 Window displays.

Place your cursor in one of the text boxes to change any of the text
or to delete the current text and type in the new text.

Click <Edit> to modify the text. The duty statement displays.
Delete and make changes as needed.

Continued on next page
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Modifying a Core Document, Continued

Editing Major Duties (continued)

Step

Action

6

Click <Save>.

7

Click <Next> to view the next duty statement on the Core
Document Development System — Major Duties
Window. Useyour Edit and Save buttonsto
continue editing your document, or

Click <Add> to add a new duty statement to the Cor e Document
Development System — M ajor Duties Window, or

Click <Delete> to delete a duty from the Cor e Document
Development System — M ajor Duties Window.

Click <Exit> when you complete editing the major duties.

Continued on next page
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Modifying a Core Document, Continued

M odifying Per centages of Assigned Duties

Step

Action

Click Edit and click Per centages on the Main Menu Bar.

The Per centages of Time Window displays with alist of duties
selected for a CD and the percentages of time spent performing
each duty or work objective with the total percentage shown at the
bottom. Normally, it totals 100 percent but may fall within a range
of 90-100. If the total is more than 90 and less than 100, the
additional duty statement “Performs Other Duties as Assigned”
displays.

Click the desired number to be changed and enter the new number.
If you select the CRITICAL/NONCRITICAL setting, a column
displays between percentage and duty. All duties are indicated as

critical witha“C” in the column. To change a duty to non-critical,
typean “ N’ over thedesired “ C” in the column.

% CD Grade Duiy
[- | cC 12 Program Managemeni
25 C o0 Base Accident and Loss Investigation/Prevention
25 C 09 Base Oceupational Health
25 C 09 Base Consirurtion

Total Percentage: 100 4

Continue

Continued on next page
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Modifying a Core Document, Continued

M odifying Per centages of Assigned Duties (continued)

Step Action
3 Click <Continue>.

4 The Please Wait Dialog Box displays stating “Processing
information into the database...”

5 The Available Titles Window displays. Make modifications as
needed using these buttons.

Click <Select> - to make the title salection.

Click <Information> - to see information about titling practices
appropriate for the position.

Click <Exit> to return to the Main Menu.

Available Titles
Basic Title:
;! Safety and Occupational Health Manager|
Safety and Occupational Health Speciali
¥
Parenthetical Title:

[ Fome?

Select Information Exit I

Continued on next page
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Modifying a Core Document, Continued

Editing K nowledge Factors

Step

Action

1

Click Edit and click Knowledge Factor s on the Main Menu Bar.

2

The Core Document Classification K nowledge Factor s Window
displays.
Click <Add> to include a new knowledge factor, which creates a

new record and attachesiit, to the end of the knowledge factors
section.

¥ Core Document Development Spstem - Classification Knowledge Factors

CD NAME: TMP0O1433
TITLE: Safety and Occupational Health Specialist

Knowledge Factor # II__ of F_ Level : Points : |
—_— r ints 1250

E Enowledge of a wide range of safety and occupational healih concepis, principles and practices, Laws and o~

lations pertinent to the 1 ini: ive responsihilities involved in the planning, erganizing,
!d.i.mcti.ng, operating and evaluation of a safety and occupational health program. Worksites are often in
thigh-hazard environmenis, such as industrial, construction, maritime, andior HT'W Superfund, characterized by
unsafe processes, high potential for mishaps, and difficult, cosily abatements.

- Enowledge of psychological and physiological faciors sufficient io evaluaie the relationship of an individual io
|the working environment and to motivaie individuals to perform in a safe manner.

- Skill in devising innovative procedures o minimize potential for injury or property damage resulting from
work related activities.

- Ahility to perform accident investigation, reporting and analysis to determine frequency and severity rates, and
to identify trends which provide an effective tool in devising accidentinjury control measures.

- Ahility o perform risk of h dous pr and determine severity.

- Basic Jmowledge of building design, consiruction practices, and workspace layout to analyze plans for =]

Edit_| Next | Add Delete | | Level | Link | Exit

Continued on next page
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Modifying a Core Document, Continued

Editing K nowledge Factor s (continued)

Step Action

3 The Core Development System — Classification K nowledge
Factors Window displays. Typein the additional knowledge
factor in the Description field.

Click <Add>.

Caution: If you delete a classification knowledge, it could
impact on the classification of the position.

7Y Core Document Development System - Classification Knowledge Factors

CDNAME: TMPO1433
TITLE:  Safety and Occupational Health Specialist

Knowledge Factor# 2 |of | _— Poias
Description I_ e

tKnnwledge of OSHA policy changes. ;I

Add Delete Level Link Exit |

Continued on next page
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Modifying a Core Document, Continued

Editing K nowledge Factor s (continued)

Step Action

4 The Knowledge Factor Level Flexfield displays.
Select Level and Points.

Click <OK>.
Knowledge Factor Level
Find S
1 Poinis
2 200 =
3 350
4 550
5 T50
1] 950
T 1250
& 1550 ==
il o
Find l 0K l Cancel l

5 TheLink to duty? Dialog Box displays and asks, “Do you want
to link it to a duty in order to display it in the Core Document?’

Click <Yes>.

Link to duty?

Do you want to link it to duty in order to display it in
Core Document ?

Continued on next page
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Modifying a Core Document, Continued

Editing K nowledge Factor s (continued)

Step

Action

6

The Link Knowledge Factor to Duties Window displays. Select
one of the two Taskflow Buttons.

<Select All> - Links the new knowledge factor with the duty
statements.
<Continue> - Returnsto the previous window.

To select arelated duty, click on the check boxes next to a duty
name.

You can click <Select All> or select individually by checking the
related check boxes.

Link Knowledge Factor to Duties

Related Duties Level % of Time
! Base Program Management 13
Base Accident and Loss Investigation/Prevention 13
Base Occupational Health 13
Base Construction 13
Base Inspections 12
Regional Regulatory Compliance 12
HQ and C d Program M 12
Specialized Safety/Coniractual Safety & Environment 12

Select ALl I Continue I

-
—

S e e e e

Click <Continue>.

The Core Document Development System — Classification
K nowledge Factors Window displays.

Click <Exit> to return to the Main Menu.

Continued on next page
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August 25, 2000

Editing Other Factors

Step

Action

1

Click Edit and click Other Factors on the Main Menu Bar.

2

The COREDOC (Other Factors) Window displays.
<Edit> —Edits a classfication factor.
<Next> - Views the next knowledge factor.

<Library> - Lists other factor level options from the

occupational database library.
<EXxit> — Returns to the Main Menu.

£ COREDOC(Other Factors)

Cd Name : TMF01433
Tiile ; Safety and Occupational Health Specialist
Factor 2: Supervisory Conirols LEVEL F POINTS ﬁu
Description:
The employee ts with overall ohjectives and limits, and collaborates with the = |
upervisor on p or specialized requi ts and time Comp i \E
depend ping the supervisor informed of p and potential ies or problems with
idespread impact. Coordinates with principal izational rep ives as y to resolve
hlems and to achieve desired ohjectives. Completed work is reviewed for compatibility with
izational goals, guidelines, and effectiy in achieving ohjectiv
=
Edit I Next
Click <Edit>.

Position Management and Classification. COREDOC

Continued on next page
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Modifying a Core Document, Continued

Editing Editing Other Factors (continued)

Step Action

3 The CORE DOCUMENT (Other Factors) Window displays.
Make the necessary changes in the knowledge factorsin the
Description field.

#8 CORE DOCUMENT [Other Factors)

Cd Name : |MF01433
Tiile ; Safety and Occupational Health Specialist
Factor 2: Supervisory Conirols LEVEL I] POINTS Es
Description:
employee receives specific and detailed assignments. Works as instrucied, and consulis with the 1= |
supervisor or experienced specialist on anything not specifically addressed in the initial instructions.

'Work is closely reviewed in p and on completion for accuracy, adequacy and adherence to
|zuidelines, procedures and regulati

Click <End>.

4 Y ou arereturned to the CORE DOCUMENT [Other Factors]
Window. Click <Exit> to return to the Main Menu.

Continued on next page
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Modifying a Core Document, Continued

Editing KSAs (Competencies)

Step Action
1 Click Edit, then click KSAs on the Main Menu.

2 The Core Document - KSAs Competencies Window displays.
Y ou are presented with six buttons from which to make a
selection.

<Edit> —Edits the displayed competency (KSA).
<Next> — View the next competency (KSA).
<Add> — Add a new competency (KSA).
<Delete> —Delete the current competency (KSA).

<L ink> —Links one or more competenciesto a Duty
Statement.

<Exit> — Returnsto the Main Menu.

Click <Link>.

% Core Document Development System - KSAs Competencies

D Mame: TMPO1433

Title:  Safety and Occupational Health Specialist

ESA# ! of %

Knowledge of the requi ts, methods, technigues, and procedures pertinent io flight safety |

Neat Add Deleie Link Exit |

Continued on next page
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Modifying a Core Document, Continued

Editing K SAs (Competencies) (continued)

Step

Action

3

TheLink KSA to Duties Window displays with two buttons.
Click the check boxes next to duties, as needed.

Click <Continue>.

Link KSA to Duties

Related Duties Level % of Time
it Base Program Management

'Base‘ ident and Loss I

Base Occupational Health

Base Consiruction

Base Inspections

Regional Regulatory C

HQ and C d Program M.

Specialized 1 Safety & Envi

13
13
13
13
12
12
12
12

e
—

SRR R I

|«

Helect All I Continue I

Y ou are returned to the previous window. Click <EXxit> to return
to the Main Menu.

Continued on next page
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Modifying a Core Document, Continued

Editing Staffing KSAs

Step Action
1 Click Edit, then click Select Staffing K SAs on the Main Menu.

2 The Core Document Development System — Staffing KSAs
Window displays.

Click the appropriate check boxes next to each KSA Competency.
Click <Exit> to return to the Main Menu.

¥ Core Document Development System - Staffing KSAs

K54 Compeiency Identified in Position % of Time
~ | [#i} S&OH Programs for Aircraft Flight Operations 100
ﬂ r" Work Planning and Organizing 13
[~ Comp Equip and Sofi 100
[~ Interpreiation 13
[~ Organizations T6
- | Liaison and Representation 13

Description
ledze of the requi i thods, techniques, and procedures pertinent to flight safety =

- =
[
4

Continued on next page
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Modifying a Core Document, Continued

M odifying Other Work Requirements

Step

Action

Click Edit, then click Other Work Requirements on the Main
Menu.

The Core Document Development System — Other Work
Requirements Window displays.

Click <Library> to view alist of supplemental itemsfor an
occupational series.

Core Document Development System - Other Work Requirements

CD Name: TMPO1433
Title: Safety and Occupational Health Specialist
Info # of
=
[~
Edit I Add | Delete I Library I Exit !

Continued on next page
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Modifying a Core Document, Continued

M odifying Other Work Requirements (continued)

Step Action

3 The Supplementary List Window displays. Click the check
boxes desired from the Supplementary List and click <Continue>.

Supplementary List

Occupational Series Menu List

=] DD 0I3AF G5-0018 Safety and Occup Health Mgmi: Aviation (Flight Safety)
LB LB Supplemental Information Library

=l
Supplemeniary List

[ Ceriified Aviation Flight Safety Professional

D

I e e e e |

belectall I Continue I Previous I

4 The Forms Dialog Box displays, asking, “ Are you finished
sdlecting supplementary information from Library?”

Click <Yes>.

Forms

Are pou finished selecting supplementary
information from Library ?

Yes

5 The Core Document Development System — Other Work
Requirements Window displays again with your changes.
Review and click <Exit> to return to the Main Menu.

Continued on next page
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Modifying a Core Document, Continued

M odifying the Perfor mance M anagement Plan

Step

Action

Click Edit, then click Performance M anagement Plan on the
Main Menu.

The Core Document Development System — Perfor mance
M anagement Plan displays with four Taskflow Buttons.

Click <Duties> to select the Standard Performance Requirements.

£1¥ Core Document Development System - Performance Management Plan _ O] =

CD MName: TMPO1364

Title: Safety and Occupational Health M
Major Perfo: e Ohjectives/Individual Perf Standard
and mishaps. The primary emphasis of the position invoh iation flight safety. =

Performance Ohjective 3:

The employee coordinates with other installation offices regarding occupational health matters affecting
installation p L Functi facilities and operations present diverse but recognized hazards. The
v hasis of the position involves aviation flight safety.

[Performance Ohjective 4:

The employee reviews plans and specifications for new consiruction, building alterations, andfor changes in
installation equipment, to ensure compliance with safety codes and standards. Projects dealt with typically
involve diverse but recognized hazards. The primary emphasis of the position imvolves aviation flight safety.

1]

Delete i Duties i Exit i

Note: The Main Menu or a component-specific Per for mance
M anagement Plan Window will display. The window displaysif
a CPCN assigned to the core document.

Click <Edit> to modify a performance element. Use the scroll bar
to navigate through the performance elements.

Click <Delete> to remove all of the performance el ements from
the CD.

Click <Exit> to return to the Main Menu.

Continued on next page
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Modifying a Core Document, Continued

Editing the Title/Pay Plan/Series

Step Action
1 Click Edit, then click Title/Pay Plan/Series on the Main Menu.

2 The Core Document Development System — Title, Pay Plan,
Series, Grade Window displays.

Click <Edit>.

1Y Core Document Development System - Title. Pay Plan. Series. Grade

CD Name: TMPO1433F
Official Title: Safety and O i Health
Series: 0018
Pay Plan:  GS

Grade: 11

e | Exit |

3 The same window displays with Official Title highlighted and the
three option buttons <Edit>, <Title>, and <Exit>.

Click Title.

4 The Available Titles Window displays with three Taskflow
Buttons.

<Select> - To make thetitle selection.
<Information> -To view Occupational Information.
<Exit> -To return to the previous screen.

Click your title selection and click <Select>.

Available Titles

Safety and O

upational Health Speciali

Select Information Exit !

Continued on next page
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Modifying a Core Document, Continued

Step Action

5 The Core Document Development System — Title, Pay Plan,
Series, Grade Window displays with the newly selected title.
Click <Exit> to return to the Main Menu.

Continued on next page
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Modifying a Core Document, Continued

7
Editing the L/Z Note: Only users with the Classifier or Super User role can access the Cover
Cover Sheet Sheet. The Cover Sheet will vary from Component to Component.

Step Action
1 Click Edit then click Cover Sheet on the Main Menu.

2 The Core Document — Cover Sheet Window displays with four
Taskflow Buttons. Change information in the needed data fields.
Click Save and then click <Next>.

18 Privacy Act of 1974 - [Core Document - Cover Sheet]

indou

N
o g o L e e e e | e = g
HlElv| wmE o RN =l($(0] 2] D=]E
Classification:  [Denial Officer GS-0680-11
Unofficial Thile:
Employ Off Lac: Job Share: [ |
Duty Station: EmessoneyEss: ||
Target Grade: Mobilization: | |
Reason for Submission: Sensitivity: Position is:
© Redescription. £ MNon.Sensitive C Supervisory
© Reestablishment © Noneritical Sensitive ' Managerial
& New € Critical Sensitive @ Neither
£ Other £ Special Sensitive
Previous PDi: Financial Statemeni(s) Required:
I™ Public Financial Disclosure Report
Immediate Supervisor: I Confidential Financial Disclosure Report
MName: |
Title: |
Higher Level Supervisor or ManagerReviewe
Pame: |
Title: |
Help | Next Save Exit
Flease use TAB key o move to nest fisld
ot -1

Continued on next page
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Modifying a Core Document, Continued

Editing the Cover Sheet (continued)

Step

Action

3

Core Document Cover Sheet — Screen 2 of 3 displays with five
Taskflow Buttons. Input information in the needed data fields.

Click Save and then click <Next>.

i Core Document Cover Sheet - Sereen 2 of 3

Classificati IC. i

IGS-IIZI]S-[IG

Organization: |

First Subdivision: |

Second Subdivision: |

Third Subdivision: |

Fourth Subdivision: |

Fifth Subdivision: |

Help | Prev |

Core Document Cover Sheet — Screen 3 of 3 displays with four
Taskflow Buttons. Change information in the needed data fields.
Click <Save>.

7% Core Document Cover Sheet - Screen 3 of 3

Classi i Ir“ i

IGS-UZI]S-[IG

Career Prog Id: | [
Org & Func Code: | | |
Ist SIall Code: | | %
2nd Skill Code: || %
3rd Skill Code: | %

Agquisition Position: | | | | | | | | |
Comp L Boc: [ pLsa: Position Status:
BUS: OPM Func Ci: | & Exempt & Competitive
[~ Subject to s || " Nonexempt & Excepted
Drug Test: j - e o et
Agey Use: s I_ ) I € SES (CR)
Key Pos: | | Emir. Diff: [ CFE: | @ Comp/Except
Remarks:

Official Pay Plan, Series, Grade and Title :

GS-0203-06 Classification Assistant
Official Taking Classification Action : Pos. Number (CPCN): [rs23a338
Name: | Date Estahlished: |12m4191
Title: |
Prev

Save I

Exit I

Position Management and Classification. COREDOC
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Modifying a Core Document, Continued

Editing the Cover Sheet (continued)

Step

Action

5

Click <Exit> to return to the Main Menu.

Editing Classification Remarks

Step

Action

1

Click Edit, then click Classification Remar ks on the Main Menu

2

The Core Document Development System — Classification
Remar ks Window displays with two Taskflow Buttons.

Click <Edit> and place your cursor in the Classification Remarks
data field and type your input.

Click <End Edit> once you have finished.

79 Core Document Development Spstem - Classification Remarks

CD Number: TRFO1430
Title: Safety and O jonal Health

Classification Remaxks:

e | |

Click <Exit> to return to the Main Menu.

Continued on next page
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Modifying a Core Document, Continued

Adding More Occupations

Step

Action

1

Click Edit, then click M ore Occupations on the Main Menu.

2

The Occupations to Select from Window displays. Click the
occupation(s) you plan to add.

Click <OK>.

Dccupations to Select from

B3

Find

Safety and Occup Health Mgmi: Chemicals & Haz Mais
0018 018CT DD Safety and Occup Health Mgmi: Combat Training

0018 D13EX DD Safety and Occup Health Mgmi: Explosives

0018 D18MA DD Safety and Occup Health Mgmi: Maritime

0018 018ME DD Safety and Occup Health Mgmi: Medical

0018 018MS DD Safety and Occup Health Mgmi: Multispecialties

0018 018U DD Safety and Occup Health Mgmt: Munitions (Mon-nuclear)

0018 018INM DD Safety and Occup Health Mgmi: Nuclear Munitions

0081 081FF DD Firefighter -

fSJ- S—
Find | Cancel

The Core Document Development System Window displays with
three Taskflow Buttons.

The message asks, “PLEASE CONFIRM FOLLOWING WORK
SITUATION.” Review theinformation.

Click <Exit>.

78 Core Document Development System

PLEASE € ONFIRM FOLLOWING WORK SITUATION: OccupaiP 184G ;

R Safety and Occup Health Mgmi: Aviation (Ground Safety)
Occupation:

‘The employee performs work fm:used on e].urumltmg or minimizing human i m_]ury anllpmperty anll 1=
pmducmﬂty losses caused by h 1 contact incid The work requi of\‘.he i i
of safety and upational health and perti of
engineering, p 1 sci hology, mllustrml‘ i hysiol iology, and other
scientific and tec]mnlog:u:al ﬁelds The ap]: ion of these k Ted contributes m l‘]le ac]u.evemem
of ive safety and up ional health ohjects The empl andfor
a safety and upational health (S& OH) andior perf ini ive work
om:emed with safety and occupational health activities, including developing, impl ing and
Tuating related functi

MOTE: (1) The work emu.mnmems mw]u.ch the employee plans, impl and/or ind: S&OH
programs often require additi in order to successfully perform the
assigned duties. These kmowledges are relaied elther o the work emﬂmnment (e.g., medical, combat
raining) or ] a specl.ﬁ.c area of experl:lse (e - 1 icals). In order to reflect
these addi has been added under'duty’in each menu to
reflect the type of emﬂmnment or speclalty area in which the work is actua].ly performed. This allows
ithe user to select the menu most app iate to the position under

@[PORTANT ADDITIONAL NOTE: (2) Please use the MULTISPECIALTIES menu when classifying =

Information Continue i Exit i

Position Management

Continued on next page
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Modifying a Core Document, Continued

Adding More Occupations (continued)

Step Action

4 | The Core Document Development System Window displays. The
contents of the added occupation are displayed and ready to be
printed, if desired.

Click <Exit> to return to the Main Menu.

£ Core Document Development System

Contenis: =]
A, OCCUPATIONAL INFORMATION 1=
B. TITLING
C. EXCLUSIONS
D. CLASSIFICATION CRITERLA

A, OCCUPATIONAL INFORMATION:

The GS-018 series includes positions which invohve the ini: iom, OT op i

of a safety and eceupational healih activities and includes the impl ion, and

luation of related functi The primary ohjective of this work is the elimination or
minimization of human injury, property and productivity losses, caused by harmful contact

incidents, through the design of effects policies, orp i Work
quires application of the k ledge of: (a) the principl dards, and iques of safeity and

upational health and (b) perti 1 of engineering, physical science,
lergonomics, psychology, indusirial hygi hysiology, iology, and other scientific and
technological fields which to the i of safety and occupational health

ohjectives.

Safety and upational health and specialists should have a working kmowledge of

Printi Exit i

Continued on next page
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Modifying a Core Document, Continued

Adding the Classification Summary

Step

Action

1

Click Edit, then click Classification Summary on the Main
Menu.

The Core Document Development System — Classification
Summary Window displays. It providesa brief explanation of the
basis for the classification title, pay plan, series, and grade.

The CD Number and Title are at the top.

A brief explanation states how the percentages of time for the
duties affect the classification.

Note: You cannot edit the information. Changes made to title,

pay plan, series, any duty, factor, or Competency (KSA) made
earlier will be noted here.

#8 Core Document Development System - Classification Summary

CD Number: TMFP01430
Title: Safety and Occupational Health Specialist

Classification Summary:

Dty A, 50% G5-0018-09 Safety and Occupational Health Specialist
Base Program Management

Druty B. 50% G5-0028-09 Envi tal Protection Specialist
Base Program Management

The classification information covering the duties described in the GS-018 occupational menu are hased on

jthe U.S. Office of Personnel N: OPM) position classification standard for the Safety and

Occupational Health sexies, GS-018 (TS-55 dated August 1981).

The classification information covering the duties described in the GS-028 occupational menu are hased on
U.5. Office of Personnel Management position classification standard for the Environmenial Protection

Specialist Series, G5-028 (TS-133 dated March 1995).

G5-02 Point range: 1855 - 2100
Total Points: 2020
Grade: GS-00

Click <Exit> to return to the Main Menu.

Continued on next page

Position Management and Classification. COREDOC Mod 2, Chap 4, page 80




August 25, 2000

Attaching a Core Document to the Request for Personnel

Action (RPA)

Purpose

Section
Contents

See Also

Before You
Begin

Many Request for Personndl Actions (RPAS) require a core document (CD).
Y ou can attach a CD to a previoudy completed RPA or create a new RPA
and attach a CD. This procedure guides you through attaching a CD to the
RPA after the position has been built.

- Retrieving the RPA

- Attaching the Core Document
- Assigning a CPCN

- Creating a Cover Sheet

- Exiting, Saving, and Routing

Module 2, Personnel Management and Classification Using the Modern
DCPDS

Chapter 1, Building a Position

Chapter 2, Managing Positions
Validating a Position
Quick Copying a Position

Chapter 4, Creating a CD

Module 1, Fundamentals of the Modern DCPDS

Chapter 3, Navigating the Modern DCPDS
Attaching a Document

The following sequence of events occur when attaching a CD to the RPA:
A. Create a Core Document (CD)
B. PreviewaCD
C. Attach aCD tothe RPA
Y ou can attach a CD to the RPA without assigning a CPCN or a Cover
Sheet, and you do not have to have a position attached to an RPA.
ToassgnaCPCN toaCD, it must first be attached to the RPA. The
CPCN includes the PD# and the Sequence # as they appear on the
position Name data field of the Position Window.
Y ou can create a CD through the COREDOC Application or through the
RPA.
In order to create or edit the Cover Sheet on the CD, it must first be
attached to an RPA.
Only userswith a classifier role can assgn CPCNs and edit cover sheets.
The RPA Windows and buttons are explained in detail in Module 3.

Continued on next page
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Attaching a Core Document to the Request for Personnel
Action (RPA), Continued

Retrieving the RPA

Step Action

1 On the Navigator Window — Request for Personnel Action —
Recruit/Fill — <Open>.
2 Page 1 of 4 of the Request for Personnel Action Window
(Recruit/Fill) displays. Y ou will use this RPA to attach the CD.

With the cursor in Block 6, Action Authorized By data field, click
the LOV on the Toolbar, click selection, and click <OK >,

= R equest for Personnel Action [Appointment. Routing Group: TRAINING)

.%| | Change Familyl < Prev Page 1 of 4

— PART A - Requesting Office
1 Actions Reguested 2 Reqguest Mumber
IAppointment I
3 For Additional Information Call (Full Mame) Telephone Number 4 Prop. Efi. Date ASAP
| (i
5 Action Reguested By (Full Mame) Title Reguest Date
B Action authorized By (Full Name) Title Concurrence Date
— PART B - For Preparation of SF 50
1 LastMame First Mame hiddle MName
2 Social Security Number 3 Diate of Birth 4 Effective Date
— FIRST ACTION SECOND ACTION
54 Code 5-B Mature of Action B-A Code B-E Mature of Action
5-C Code 5-D Legal Authority 6-C Code E-D Leiﬁl Aulhnrill\i
5-E Code 5-F Legal Authority 6-E Code B-F Leiﬁl Aulhnr\ii

History | Extra Information Person | Position | Others... |

3 Click <Others...>.
4 The Navigation Options Window displays.

N avigation Options

Find |%

Ferson Extra Information =
Fosition Extra Infarmation

Special Info

FD Cowver Shest

Fiesurmix - Feguisitions

0l |
Find | Cancel |

Click Coredoc.
Click <OK>.

Continued on next page
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Attaching a Core Document to the Request for Personnel
Action (RPA), Continued

Attaching the Core Document

Step

Action

1

The Coredoc Attach Detach Screen Window displays. Four
options are listed.

X Coredoc Attach Detach Screen. =]

Status of Core Document. INOT ATTACHED
Build/Edit 2 Core Document COREDOC!
Aftach a Core Document ATTACH !
Detach a Care Document DETAECH !

Exit &pplication E=IT i

Click ATTACH to attach a previoudy built COREDOC.

The Attach Core Document Window displays.

Find i%

CPCM MName FE Series

[SH334637 SH334630 GSs 0334 =1
[44494944444994444444585 TrAFOOT10 GSs 0334
O 123411 O%33505 Gs 0335
C234491 6 O%33506 Gs 0335
ChA335707 DhA335 oGS 0335
KARO1E39 KARMODTEIG oGS 0343
KAROB0T7 KAROBOT7 oGS 0343
343879 343 oGS 0343
ChA318623 DMMNURSE oGS 0680
(WRCE1016 AFRCE1016 GS 0810
ORMOERZ15 DMOERO GS 0830
BEGS4161 BEGS4161C GS 1615
AMOBAT5 KAMOBATE GS 1811

ThFO091 6 oGS -

o [ o[

Click the CD you want to attach to the RPA.

Click <OK>.

The Coredoc Attach Detach Screen Window displays again.

The ATTACH button has a dotted line around it to indicate
the CD is attached.

Click the COREDOC button to open the Core Document
Development System Window to insure it has been attached.

Continued on next page

Position Management and Classification. COREDOC Mod 2, Chap 4, page 83



August 25, 2000

Attaching a Core Document to the Request for Personnel
Action (RPA), Continued

Assigning a CPCN

Step Action

1 To assign a CPCN to the CD, click Utility on the Main Menu and
then click Assign CPCN.

f Note: Before you can assign a CPCN to a CD, it must be attached
to the RPA.

ErPoint - [Presentationd]

“iew Heports m Quit *window Help
el Strster [Mefaults
i Arssign CPCM

CD MName: JANSAFETY
Organization: ASA
Commenis:
Official Tifle:

Pay Plan: GS Series: 0018 Grade: 12 Agency: DN

2 The Action — Assign CPCN Window displays.

Action - Assign CPCH

Enter The Position Mumber

PD Numher FVZI]I]

Sequence Mumher FBS

Ok i Cancel i

Input the PD Number and the Sequence Number.
Both numbers are from the Position Build.
Click <OK >,

Continued on next page
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Attaching a Core Document to the Request for Personnel
Action (RPA), Continued

Attaching the Core Document (continued)

Step Action
3 The Please Confirm Action Window displays.
[ DVioogss 1
Mo I
N >
Click <Yes>. The Record Update Window displays briefly.
4 The Core Document Development System Window displays

with the CPCN in the CPCN

CD Name: DMNURSE

Organization: 4S84
Comments:
Official Tifle: Dental Officer

GS Series: 0680

data field.

CPCN: DM3185623

Grade: 11 Agency:  AF

Creating a Cover Sheet

Action

Click Edit and click Cover Sheet on the Main Menu.

Note:
The CD must be attached

Y ou must bein aClassifier or Super User role to access the

cover shest.

to an RPA to access the cover shest.

Position Management and Classification. COREDOC

Continued on next page
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Attaching a Core Document to the Request for Personnel
Action (RPA), Continued

Creating a Cover Sheet (continued)

Step Action

2 The Core Document — Cover Sheet Window displays with four
Taskflow Buttons.

¥ Core Document - Cover Sheet

GS-0203-06

Job Share:

O
Emergency Ess: | |
Target Grade: (|

Mohilization:

: Position is:
" Redescription & Mon-Sensitive  Supervisory
" Reestablishment € MNoncritical Sensitive " Managerial
& Mew € Critical Sensitive & Meither

" Other " Special Sensitive
Previous PD#: | Fi i 2]
[ Public Financial Disclosure Report

Immediate Supervisor: e tal Fi sl Di Report

Name: |

Title: |
Higher Level
Mame: |

Tide: |

Help Next | Sme | Exit |

< Help> - Accessesan LOV for a data field on the Cover
Sheet.
<Next> - Displays the next page of the Cover Sheet for
viewing.
<Save> - Savesthe information entered on the window.
<Exit> - Returns to the Main Menu Window.

Input the information required in the data fields.
Click <Save>. Click <Next>.

Continued on next page
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Attaching a Core Document to the Request for Personnel
Action (RPA), Continued

Creating a Cover Sheet (continued)

Step

Action

3

The Core Document Cover Sheet — Screen 2 of 3 Window

displays.

Input the required information in the data fields.

788 Core Document Cover Sheet - Screen 2 of 3

Classification:

Organization:

First Subdivision:

Second Subdivision:

Third Subdivision:

Fourth Subdivision:

Fifth Subdivision:

Hp |

[ (0] ]

IClassiﬁmﬁnn Assistant

IGS-I]ZI]S-I]ﬁ

Next Save Exit

Click <Next>.

Position Management and Classification. COREDOC
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Attaching a Core Document to the Request for Personnel
Action (RPA), Continued

Creating a Cover Sheet (continued)

Step Action

4 The Core Document Cover Sheet — Screen 3 of 3 Window
displays.
Input the needed information in the required data fields.

78 Core Document Cover Sheet - Scieen 3 of 3

Classification: |C1assiﬁmﬁnn Assistant [Gsn203.06

Additional Classification Information:

Career Prog Id: I I

Org& Func Code: | | |
IstSkill Code: | |%
2nd SIll Code: | |%
3rd SKll Code: [ |0

Aquisition Position: [ | | | | | | | |

Comp Lal: BOC: I— FLSA: Position Status:
BUS: [ | OPM Fune Cd: |_ @ Exempt {8 Competitive
Drug Test: || Subect to .Uf\: [ " Nonexempt ; :’:;1:‘;:1‘.)
sy Use: Mobility: [ aFscmos: | i
KeyPos: | ] Emir. Diff: [ CFL: £ CompiExcept
Remarks: I
Official Pay Plan, Series, Grade and Title :
¢5-0203-06 Classification Assistant
Official Taking Classification Action : Pos. Nuber (CPCNy:  [15234338
MName: Date Established: [r20a0r
Title:
Help | Prev swve | Edt |

Click <Save>. A Dialog Box displays, asking: “Do you really
want to save?’ Click <Yes>.

5 Click <Exit> to return to the Main Menu.

Continued on next page
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Attaching a Core Document to the Request for Personnel
Action (RPA), Continued

Exiting, Saving and Routing

Step

Action

1

Click Edit on the Main Menu Bar and then click Exit.

1% Privacy Act of 1974

Wiews Beports  Utiliy  Quit
Goals and Purpose
b gjor Duties
Percentages
Fnowledge Eactors
Other Factors
ESas [Competencies]
Select Staffing KSaAs
Other Work, Bequiremnents
Eerormance Management Blamn
Titles/Pay Flan/Series
Eowern Sheet
Classzification Bemarks
tare Occupations
LClaszification Summary

The Coredoc Attach Detach Screen Window displays.

B Coredoc Attach Detach Screen.

Status of Core Document. iATIACHED
Build/Edit a Core Document  |[COREDOC

Aftach a Core Document ATTACH
Dietach a Core Document DETACH
Exit Application EXIT

Click EXIT.

M=l E3

The Request for Personnel Action Window displays. Click Save

on the Toolbar.

The Dialog Box displays and asks, “Do you wish to route the

Request for Personnel Action now?’
Click <Yes>.

Position Management and Classification. COREDOC

Continued on next page
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Attaching a Core Document to the Request for Personnel
Action (RPA), Continued

Exiting, Saving, Routing (continued)

Step

Action

5

The Routing Window displays with the “Save and Hold in

Personal 1nbox” selected.
Click <OK>.

R outing

Routing To

) Select Routing List
C Select Person

O Select Groupbox
@;?Save and Hold in Personal Inbox

C Update HR

I Print Motification

Frinter
™ Interim Approwval
I~ Approwval
Cancel ! OK i

Click Eile on the Main Menu
System Window.

From the drop-down menu, click Exit.

E8 uiiy  window Help

Bar of COREDOC Development

Mew S | Fgt | L , e | : -
i PR

Delete .
Wiew

Brint...

Import Chrs. .

Export CDs...

U= Standard CDr=...
Wiews Standard CD=. .

Copy...
Bename...

CORED OC DEVELOPMENT SYSTI

Choose an option from the menw.

Continued on next page
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Attaching a Core Document to the Request for Personnel
Action (RPA), Continued

Exiting, Saving, Routing (continued)

Step Action
7 The Please Confirm Dialog Box displays.
Click <Yes>.
8 The Coredoc Applications Window displays.
Click <EXIT>.

Y ou are returned to the Navigator Window.

EX Coredoc Applications

Press Ok to Get into The Coredoc Application.

OK EXIT
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